August 25, 2000

Chapter 4
Placement Actions

Chapter Overview

Introduction This chapter guides you through a number of staffing actionsto include
recruit/fill, promotions, change to lower grade, reassignment, CAOs, and
transfers, retained grade, etc. Not all staffing procedures areillustrated.

See Also Module 1, Fundamentals of the Modern DCPDS
" Chapter 8, Reports
Chapter 10, Civilian Inbox
Module 2, Position Management and Classification Using the Modern DCPDS
Chapter 2, Managing Positions
Module 3, Processing Requests for Personnel Actions Using the Modern
DCPDS
Chapter 1, Processing a Request for Personnel Action
Module 4, Staffing Using the Modern DCPDS
Overview
Section: NOA Families Used in Staffing
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August 25, 2000

Chapter Overview, Continued

Before you Staffing actions may be initiated by a manager and forwarded to the personnel
begin office for processing or by the personne office. The Civilian I nbox is used

to access the RPA if a manager submits the action.

Accessing the
Civilian Inbox or

the RPA to process
an action
Step Action
If an action isinitiated by
A manager ... Personndl...
On the Navigation List — On the Navigation List —
Civilian Inbox — <Open>. Request for Personnel Action —
Reassignment(or any action) —
<Open>.

The Notifications Summary
Window displays. Movethe
Current Record Indicator to the
RPA you need (ex:
Reassignment).

Click <Respond> to display the
RPA.
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Processing a Recruit/Fill

August 25, 2000

Pur pose This procedure guides you through the steps for processing a Recruit/Fill in

the Civilian Inbox.

Accessing the
Civilian I nbox

Step Action

1 From the Navigation List — Civilian

Inbox — <Open>.

responsibilities.

2 The Notifications Summary Window displays and contains all
actions sent to you that relate to your user roles and

_@JEverythmg % Query Only Open Notifications
Date Sent Subject

08-MAY-1999 11:21:53  RPA. : Appointment : Req# 99MAY001723
08-MAY-1999 11:06:18 RPA : Position Abolish : Req# 39MAY001722

»

RPA : Recruit/Fill : Req# 99MAY001718
09-MAY-1999 10:46:43 RPA : RecruifFill : Req# 99MAY001716
09-MAY-1999 10:45:24 |RPA : Performance Award : Req# 99MAY001715
09-MAY-1998 10:42:58 RPA : RecruifFill : Req# 99MAY001714

09-MAY-1999 10:27:14 RPA : Retirement-Disability : Reqd 99MAY001709

4

[ | I
T T T T_T_ T

08-MAY-1999 11:00:45 RPA : Suspension NTE 28-MAY-1999 : Req# 393MAY001721

03-MAY-1999 10:42:14 RPA : Special Act or Service Award : Req# 99MAYD01713
09-MAY-1999 10:30:26 RPA : Termination of Grade Retention : Req# 99MAY001710

Comment

Respond

4
Message
Name / POl -, /2336 -
Effective Date Proposed Effective Date - 04-JUL-1899
Current Status AUTHORIZED J

display.

3 Move the Current Record Indicator to the action you wish to

4 Click either <Respond> or <Open>.

Click <Respond>... Click <Open>...

Icon

Click
RPA.

Toview or edit the RPA | To open the Notifications Summary
and take the next action. | Window for further information.

Click the PA Routing History

history of the action.

to display the routing

<Respond> to open the

Saffing: Placement Actions
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Processing a Recruit/Fill, continued

Completing the RPA for Recr uit/Fill

Step Action

1 The RPA displays. Click <Change Family> at the top of the
window when the NOA to be used is determined. A Message Box
displays and asks, “ Are you sure you want to change Nature of
Action family?” Click <Yes>. Click the LOV to make a selection.

The datafieldsin the RPA are ready for input.

¢ Example:

EE Request for Personnel Action [Reciuit/Fill. Routing Group:CIVDODHR]

o . 5 Status
:§g§5| | Change Fﬂmllyi Refresh AUTHORIZED < Prev| page 1 of 4

 PART A - Requesting Office
2 Request Number

1 Actions Requested

Recruit/Fill BamAY001718

3 For Additional Infarmation Call (Full Name) Telephone Number 4 Prop. Eff Date AZAF
04-JUL-1998 r

5 Action Requested By (Full Name) Title: Reguest Date

b Action Authorized By (Full Name) Title: Concurrence Date

|Hansen,CarIa L |0FFICE AUTOMATION C |[IEI—MAY—1 999

— PART B - For Preparation of SF 50
1 Last Mame Middle Name

2 Social Secunﬁ Mumber 3 Date of Birth

— FIRST ACTION
5-A Code

First Mame

4 Effective Date

SECOND ACTION
B-A Code

5-8 Nature of Action B-5 Mature of Action

B-C Code 6-0 Legal Authari

6-E Code B-F Leial Auihurii

Puosition | Others___ |

5-D Legal Authori

5-C Code

5E Code &5F Leia\ Authurii

History | Extra Information | Person |

Continued on next page
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Processing a Recruit/Fill, continued

Completing the RPA for Recruit/Fill (continued)

Step

Action

2

The position data on the TO INFORMATION Region is
normally completed by the supervisor/personnelist initiating the
action. Refer to the specific actions in this chapter for
processing instructions (e.g., promotion, reassignment, change
to lower grade, etc.).

¢ Example:

2 Request for Personnel Action: 22-JUN-1999 (Appointment. Routing Group:CI¥DODHR)

o | = Employee SSN MNature of Action P
i Havelmore, Bethany W 265-00-0004 | Career-Cond Appt £ Frev] Page 2 of 4
— FROM INFORMATION . TO INFORMATION
7 Position Title MNumber Seq Mo 15 Position Title MNumber Seq Mo
|0FFICE AUTOMATION CLERK |CH—n4 |2345
8 Pay Flan 9 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
[es [p326 o4

11 SteporRate 12 Total Salany 195teporRate 20 Total Salary  Award Lok

[ [20.853.00 - .

124 Basic Pay 128 Locality Adj.  12C Ad). Basic Pay 204 Basic Pay 208 Locality Adj.  20C Ad). Basic Pay

12D Cther Pay 13 Pay Basis 20D Crther Pay 21 Pay Basis
Per Annum
14 MName and Location of Position's Organization 22 Mame and Location of Position's Organization
W28D 21

WASH HOS SWCS

DIR REAL ESTATE & FACILITIES
FED FACILITIES DIV
PENTAGON BLDG MGMT OFC
WASHINGTON, D. C.
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Processing Promotions/Change to Lower Grade

Purpose

This procedure guides you through the steps for processing a Promotion

action or a Changeto Lower Grade (CLG).

Completing the
RPA

Step

Action

From the Navigation List — Civilian Inbox — <Open>.

The Notifications Summary Window displays. Move the
Current Record Indicator up or down to the RPA for Promotion or
CLG you wish to process.

Click <Respond>.

The Request for Personnel Action Window displays. Complete
each data field in Part A by typing in the data or using the LOV,
as appropriate.

Complete Part B and FIRST ACTION Regionsto include the
Name of Employee, Effective Date, Nature of Action Code, and
Legal Authority Code.

¢ Example:

F= Request for Personnel Action: 03-JUN-1999 (Salary Change. Routing Group:CIVDODHR])

S5 Change Famil)é

Status
Refresh | AUTHORIZED

< Prev| Page 1 of 4
[ PART A - Requesting Office
1 Actions Regquested 2 Bequest Number
Salary Change 99JUND01133
3 For Additional Information Call (Full Name! Telephone Number 4Prop Eft. Date ~ ABAP
30-MAY-1999 I

5 Action Requested By (Full Name) Title Request Date

B Action Authorized By (Full Name) Title Concurrence Date

i Sykes. William A COMPUTER SPECIALIS™ [15-MAY-1933

— PART B - For Py ion of SF 50

1 Last Name FirstNarme Midclle MNarme
iHavEImnra Bethany il

4 Effective Date
30-MAY-1999

2 Social Security Number 3 Date of Birh
- 04-JUL-1360

— FIRST ACTION SECOND ACTION
5-ACode 58 Nature of Action E-A Code BB Nature of Action
[702 [Promotion
5-CCode  5-Dlegal Authori B-CCode 6D Legal Authority
N3M Reg 335.102 Comp
5E Code  &F Legal Authority BE Code  6-FLegalAuthority
History i Extra Information I Person | Paosition | Others... I

Saffing: Placement Actions
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Processing Promotions/Change to Lower Grade, Continued

Completing the RPA (continued)

Step Action
5 Click <Next> to continue to Page 2.

6 Page 2 of the RPA displays. With your cursor in block 15,
Position Title data field, typein thetitle or click the LOV.

Mature of Action
< Prevl Fage 2 of 4 [Next >
—TOINFOBMATION —— —
15 Fosition Title MNumber Seq Mo
I I |
16 Fay Flan 17 Occ. Code 18 Grade or Lewvel
149 Step or Rate 20 Total Salary Auvard ok

7 If necessary, change the Step or Rate data field in Block 19 by
typing in the data or clicking the LOV.

8 Click Save.
Extra In some actions, additional extra information for Promotions or Change to
I nformation Lower Grade must be input.
Step Action
1 Click <Extra I nfor mation> on the bottom of any page of the
RPA.

Continued on next page
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Processing Promotions/Change to Lower Grade, Continued

Extra I nformation (continued)

Action

Review the Pay Information for 5/7/9 NOA Flexfield to verify the
Weekly Hour s data field has popul ated.

Note: For most promotions or CLGs, no extra information is
required.

T Extra PA Request Information: 03-JUN-1999 [Havelmore. Bethany W/Promotion]

Type

=] |US Gov PD Employee Informatio-
= Extra PA Request Information

Acquisition Information i
Education Information for 1/5/7/9 i L]
Obligated Information

Benefits Information for 58 NOA

Global Information for 5/7/9 NOA
Military. Technician and Security

JPay Information for 57779 NOAs PG (Fel

SPEF Information - Army for 577! Awailability Pay
Fremium Fay Ind

Fetention Allowance

Staffing Differential Pay

Supervisory Differential Pay

Details ‘Weekly Hours

F

Clear Cancel i oK I

Click <OK>. Exit the windows.

The RPA displays. Click Save.

A Message Box displays asking if you want to route this action.
Click <Yes>.

The Routing Window displays. Click Update HR.

Select the Print Notification checkbox and select the Printer if you
want to print the action at thistime.

Select the Approval checkbox.
Click <OK >,

The Message Bar at the bottom of the window indicates the
Transaction is complete.

Note: If an Error Message Box displays and indicates an edit to
correct, click <OK>. The RPA displays. Make the correction on
the RPA and click Save.
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Processing Reassignments

Pur pose This procedure guides you through the steps for processing a reassignment.
A reassgnment action may be initiated by a manager and forwarded to the
personnel office for processing or the personnel office may initiate it.

Completing the
RPA

Step

Action

From the Navigation List — Civilian Inbox — <Open>. The
Notifications Summary Window displays.

Move the Current Record Indicator to the RPA action you wish to
display.

w

Click <Respond> to open the RPA.

N

The RPA displays. With your cursor in Part B, Block 1, click the LOV
or type the employee’ sname or SSN in Block 2. The remaining data
fields automatically populate.

With your cursor in Part B, type the date or click the LOV for the
Effective Datein Block 4, the NOA in Block 5-A, and the Legal
Authority Code in Block 5-C.

Click <Next> to advance to Page 2 for review and make changes as
needed.

Click <Next> to advanceto Page 3. The TO INFORMATION side of
the RPA should be completed by the manager.

With your cursor in Block 15, Position Title, click the LOV. Asthisis
along ligt, typein a partial title and tab to display a shortened list. The
remaining data fields automatically populate.

Click <Next> to advance to Page 4. Click the LOV to select
appropriate remarks or type in remark codes.

10

Click Save on the Toolbar.

Continued on next page
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Processing Reassignments, Continued

Completing the RPA (continued)

Step Action

11 | A Message Box displays asking if you want to route this action.
Click <Yes>. The Routing Window displays. Click Update HR,
print the action, and select the Approval checkbox.

Or

Click <No> if Extra Information is required.

12 | Click <Extra I nfor mation> and complete the descriptive
flexfields.
f Note: Normally, thereisno need to enter datain <Extra

I nformation>. However, there may be some instances when it
may be necessary (e.g., when an employee’ s position is obligated,
the qualification standard was waived to accomplish the placement
actions, €tc.).

13 | Click Save on the Toolbar.
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Processing a Change of Appointing Office (CAO)

Purpose

Completing the
Interagency [/
Transfer

This procedure guides you through the steps for processing a CAO for an
employee within your Component. Transfers are very smilar but will be
addressed in the next procedure.

Note: The person to be gained must be an accepted applicant before you
complete this procedure.

See Chapter 1, Building an Applicant, in this module for additional
guidance.

Step Action

1 On the Navigation List — CAO/TRANSFER Request — Change
Appointing Office - <Open>.

2 TheInteragency Transfer Window displays. With your cursor in
the Social Security Number data field, type the SSAN (without
dashes or spaces) of the person to be gained through a CAO. The
remaining Employee Information automatically popul ates.

7, . . . .
i} Note: This action copies the employee record from the losing
office and transmits it to the gaining office.

poton Ed Buey Go [ |0 psed Heo Wndew

F2y] 2R s % wleli] G2 oclE

CHAMGE OF APPOMNTIMG OFFICE REQUEST
— Empleyen kformaton [ Hute

Social Secuty Humber AL aCfinie: gl anlg be pul
by tha uger on Ha gaming gita
The kaing ofice should noi ues
Lasl Mame: LR

[ CA GARGEL ACTICH gan mly
ba aciwvaled prior ko input of tha
Fiist Mara Frarafer RS

Middka Mane

 Saniicing 0&ce Indammasan " Trassactien Indormason
aring Ofice 10 Gainrg Payroll Ofice Losing Ofice ID0 Garing Agency MOA Effective Dinte
| | | I
SUBMIT HEWEFI'| CANGCEL ACTION | [
Count: 10 Llen

Continued on next page
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Processing a Change of Appointing Office (CAO), Continued

Completing the Interagency Transfer (continued)

Action

In the Servicing Office Information and Transaction I nformation
datafields, click the LOV to populate the data fields.

Notes:

The NOA will havea T prefix. The system will use different
procedures to process a T702 from other 702 actions. The“T”
does not display on the NPA.

The effective date must be within 10 days of the actual
effective date of the CAO.

Click Save.

62

Click <Submit Request>.

Exit the window.

Completing the
RPA

Step

Action

From the Navigation List — Civilian Inbox — <Open>.

The Notifications Summary Window displays.

Move the Current Record Indicator to the CAO/Transfer
Request Notification.

Note: Receipt of the Notification could take as much as a day.
Thiswill depend on communication links between the gaining and
losing activities.

Click <Open>. Check the Natification to insure the CAO can
proceed.

Click <Close>. Move the Current Record Indicator to the RPA:
CAO/Transfer Request and click <Respond>.

Continued on next page
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Processing a Change of Appointing Office (CAO), Continued

Completing the RPA (continued)

Step Action

5 | TheRPA displays. Complete the required data fields then click
1/} <Extra I nfor mation>.

Notes:

Y ou must typein or click the LOV to input the FEGLI and
Retirement codes. The employee's current (pre-CAQO) FEGLI
and retirement codes can be viewed in the RPA Extra

I nformation/CAO L osing Info 1 descriptive flexfield.

The FROM INFORMATION Region of the RPA will be
blank when processing a CAO. The FROM
INFORMATION that will print on the NPA can be viewed,
and edited if necessary, in the RPA Extra I nformation/CAO-
Transfer SF50 From Side descriptive flexfield.

6 The Extra PA Request | nformation Window displays. Some
data fields automatically populate. Y ou may accept or replace this
data. Click the LOV to input new data or typeit in.

7 Click <OK > after each window and click Save. Exit the window.
8 The RPA displays. Click Save.

9 The Decision Window displays asking if you wish to route the
RPA now. Click <Yes>. The Routing Window displays. Save
and route or update your RPA as described in Module 3,

Processing Requests for Personnel Actions Using the Modern
DCPDS.

1/} Note: It isnot necessary to request a print when you Save the
RPA. Desdlect the print box, asthe system will automatically
print the NPA on all NOAs with a prefix on the effective date.

10 | Click <OK>. A blank RPA displays. Exit thewindow. The
Civilian Inbox displays. “Failures’ in the Inbox means an error
was made; e.g., SSAN.

Exit the window.
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Processing a Transfer

Purpose This procedure guides you through the steps for processing a Transfer of an
employee from one Component to another Component when both arein the
modern DCPDS.

4

Note: This procedure can only be accomplished by the user in the gaining
Component.

Completing
the Transfer

Step Action
1 On the Navigation List — CAO/Transfer Request —
Interagency Transfer — <Open>.

2 TheInteragency Transfer Window displayswith thetile
INTERAGENCY TRANSFER REQUEST. Thewindow is
identical to the window in CAO, except for the Note box.

poton Ed Buey Go [ 10 Spsed Heo e

F2y] 2R s % wleli] G2 oclE

BTERAGENCY TRANSFER REQUEST
— Empleyen kformaton ™ Hobs

Social Secuty Humber Thiz peacess shiodd only be el
to ey anindsidual fam
one agency 1o anather

Laal Mame

Thezs actions must orly beinput
[ iny the wsar n the ganing 308,
Tha losing ofice should not use
thig fom

First Narrs

Middka Mane

CGANCEL ACTEIN cananky he
acibatad prior to input of e

| trarfer RER
 Saniicing 0&ce Indammasan [~ Tramsactiom Infsmmaten
aring Ofice 10 Gainrg Payroll Ofice Losing Ofice 100 Gaining Agercy HGaA Effectren [ate

BUEMIT REQUEST | CANCEL ACTION I F

Counk T LLel

3 Although different NOAs apply, follow the same procedure steps
used in Processing a CAO.
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Processing Not to Exceed (NTE) Actions

Purpose

See Also

Processing the
NTE Action

This procedure guides you through the steps for processing a Not-T o-Exceed
Action from the Civilian Inbox. This procedure addresses a Promotion NTE;
however, the procedures are the same for other NTE actions, such as
Appointment, L eave-Without-Pay, Suspension, etc.

Module 4, Staffing Using the Modern DCPDS

Chapter 7, Cancellations and Corrections

Section: Processing a CancellationaNTE

Step Action

1 From the Navigation Lis — Civilian Inbox — <Open>.

2 The Notifications Summary Window displays. Move the
Current Record Indicator to the RPA Promotion NTE you wish to
process.

3 Click <Respond>.

4 The RPA displays. With your cursor in Part B, Block 5-A Code;
usethe LOV or typein 703. A PA Request First NOA Insertion
Values Window displays. Typeinthe NTE date of your action.
¢ Example:

5 Click <OK>.

Continued on next page
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Processing Not to Exceed (NTE) Actions, Continued

Processing the NTE Action (continued)

Step

Action

6

The RPA displays with the date populated in Block, 5-B Nature of
Action. Complete remaining data fields as needed.

¢ Example:
— FIRST ACTION SECOND ACTION
5-ACode 5B Nature of Action B-A Code B-B Mature of Action
[703 [Promation NTE 08-JUL-1939
5-CCode  5-D Legal Authority 6-C Code 6-D Legal Authority
[

5-E Code  5-F Legal Authority B-E Code B-F Legal Authority ‘

Note: To changethe NTE date, put your cursor in the block and
pressthe [TAB] key. The NTE pop-up appears for editing. Use
the same procedure for editing the Remarks and L egal Authority
Codes.

Click Save on the Toolbar.

Continued on next page
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Processing Not-To-Exceed (NTE) Actions, Continued

Completing Complete the Extra Information as required for this action.

Extra
I nformation

Step

Action

Click <Extra I nfor mation>.

The Extra PA Request | nformation Window displays. Movethe
Current Record Indicator to select any Information Type; e.g.,
Global Information for 5/7/9 NOAs.

¢ Example:

____Exlla PA Request Information [Zell. Debra K/Promotion NTE 08-JUL-1999)

Twpe
US Gov Agency Data

L

US Gov Payroll Type

US Gov Performance Appraisal

US Gov PD Employee Information

Acquisition Information

Education Information for 1/5%/7/9 NOAs
Obligated Information

Benefits Information for b#F NOAs

= |Global Information for 5/7/9 NOAs

Details
[[--0a-duL-1999 30-JUN-2002. [|_ 1

Click in the Details data field. The Extra PA Request
I nfor mation Window displays. Enter datain each field as

appropriate.

Click <OK> after each Extra PA Request | nfor mation Window
iscompleted. Click Save on the Toolbar.

Exit the window. The RPA window displays.

Click Save.

A Message Box digplays asking if you want to route this action.
Click <Yes>.

The Routing Window displays. Click Update HR. Select the
Print Notification checkbox and select the Printer, if you want to
print the action at thistime.

Select the Approval checkbox.

Click <OK>.
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Updating and Viewing Education Data

Purpose

Initial Input

L ocating and
Updating
Education

I nfor mation

Viewing
Education

This section explains how initial education information is captured. It also
explains how to locate and update education information, as well as how to
view alist of employees by their education data to select one for viewing.

For more detail in updating education data, see Module 1, Fundamental of the
Modern DCPDS, Chapter 5, Updating and Viewing the Employee Record.

Initial education should be input on the Appointment RPA. If Block 45,
Educational Level, iscoded with the value 06, 10, 13, or higher, Block 46,
Year Degree Attained, and Block 47, Academic Discipline must be
completed to pass CPDF edits. If any other valueisinput in Block 45, Blocks
46 and 47 must be blank.

To capture education data on the Appointment RPA, click <Extra
I nfor mation>, select Extra PA Request Information, click in the Details data
field and complete Education Information for 1/5/7/9 NOAs.

To locate education information on an employee for viewing or updating,
from the Navigation List — People — Enter and Maintain — <Open>.
The Find Person Window displays. Query for the employee needed. The
People Window displays. Click <Special I nformation>. The Special

I nfor mation Window displays. Scroll to Education and click the Detail data
field to display and complete the DDF.

From the Navigation List — View — Lists — People by Special
Information — <Open>.

TheList People by Special I nformation Window displays.

In the Special Information Type data field, type in Education% and
click <Find>.

The list of employees by name displays.

Move the Current Record Indicator to locate the employee you need,
click in the Detail datafield.

The Education descriptive flexfield displays.
View the information and exit the window.
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Processing a Retained Grade

Pur pose The purpose of this procedure isto guide you through the stepsto process a
7 retained grade.
L Note: Retained Gradeisnot listed on the Navigation List. Federal
Position Change is used for this action.

Completing the
RPA

Step Action

1 On the Navigation List — Request for Personnel Action —
Federal Position Change — <Open>.

2 The RPA displays. Click the LOV or typein datafieldsin Part A.
3 In Part B, click the LOV or typein datafieldsfor Block 1, Last

Name, Block 4, Effective Date, Block 5-A Code, Nature of Action,
and Block 5-C Code, Legal Authority.

4 Click Save on the Toolbar. The Request Number in Part A, Block
2 automatically populates.

Completing the
People Window

1 Click <Person>. The People Window displays.

EE People (Zhang. Jian/Position Change) ==

j Tywpe [Employee
Hire Date |[01-0CT-1998
Id ification
Social Secur ity |2189-45-2872
Employee |2661
Applicant —
Eirth Date i —THEE Age 33
MNationality Status |
Work Telephone Ernail
Wil o) ™ Has Disability
Date Last Werified
Effective Dates
( From [01-0CT- 1988 S5 e R
WValidate i

Extra Information i Special Info I Zinance Infurmaliuré

Continued on next page

Saffing: Placement Actions Mod 4, Chap 4, page 19



August 25, 2000

Processing a Retained Grade, Continued

Completing the People Window (continued)

Step

Action

2

Click <Extra Information>. The Extra Person I nformation
Window displays with the employee name on the Title Bar. Move
the Current Record Indicator on US Government Retained Grade.

Click in the Details data field.

Z==E Extra Person Information [(Zhang. Jian)

Type
Bl [US Government Retained Grade

USsS Government SCD Information

US Gowvernment Security

US Government Separation and Retirement

USs Gowvernment Uniformed Services

USsS Government User Information

US Government Workflow Routing Groups
USUHS Info
- vWelfare to Work

Distails [1

o

The Extra Person I nformation Window displays. Click the LOV
or type in information for each data field.

[ Extra Person Information — | =<

d’

Date From —

Date To

Fetained Grade
Retained Step or Rate
Retained FPay Flan
Retained FPay Table ID

FRetained Locality Percent

Retained Pay Basis ==

Continued on next page
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Processing a Retained Grade, Continued

Completing the People Window (continued)

Step Action
3
(cont) Data Field Description/Action
Date From Type in the date.
DateTo Type in the date.
Retained Grade Click the LOV.
Retained Step or Rate Click the LOV.
Retained Pay Plan Click the LOV.
Retained Pay Table ID Click the LOV.
Retained L ocality Percent | Typein the percent.
Retained Pay Basis Click the LOV.
4 Click <OK>. The Extra Person | nfor mation Window displays with
the Details data field popul ated.
5 Click Save on the Toolbar. Exit the window.

Completing the
RPA

Step Action

1 The Position Change RPA displays. Click <Next> for page 2.
With your cursor inthe TO INFORMATION, Block 19, Step or
Rate, typein “00.”

2 A Message Box displays and tells you the grade and step do not
match a pay table. Click <OK>.
¢ Example:

_i' APP-38253: Mo walue found on Pay Takle 0422 Oracle
Federal Special Rate Pay Table (GS) No. 0422 for
Step, 00, Pay Flan .GS. and Grade 12 at Effective Date,
24-JIUr-99. Please check thatthe Pay Table ID. Step,
Fay Flan and Grade has been correctly entered.

Continued on next page
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Processing a Retained Grade, Continued

Completing the RPA (continued)

Step Action

3 Click <Next> to advance the RPA to page 3. With your cursor in
Block 29, Pay Rate Determinant, click the LOV or typein the
correct value. A Message Box displays and tells you the Pay
Calculation has been recal culated.

_:_i:' AFF-38015: The Fay Calculation
has been recalculated.

4 Click <OK> and click Save on the Toolbar.

5 If you need to input other data, click <Extra I nfor mation> and
select the correct descriptive flexfield. Click <OK>.

6 The RPA displays. Click Save on the Toolbar.

7 A Message Box displays asking if you want to route this action.
Click <Yes>.

8 The Routing Window displays. Click Update HR.

Select the Print Notification checkbox and select the Printer if you
want to print the action at thistime.

Select the Approval checkbox.
Click <OK>.
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Processing a Detall

Purpose This procedure provides instructions to process a detail using the People
Record, to include extending and terminating, correcting or canceling on any
appropriated fund employee.

Before You - Before detail actions can be processed, the employee to be detailed must
Begin exist and have a current assignment.

Before, during, and at the conclusion of a detail, an employee continuesto
occupy the same position to which assigned before the detail began.

All details are on a not-to-exceed (NTE) basis and must have an end date.

If an employee is detailed and an RPA isto be processed, the detail end
date must be changed to end before the effective date of the RPA.

Payrall Interface is output only if FLSA of detail isnot the same asthe
FL SA of the employee’ s current position.

If you need an RPA to document a Detail, from the Navigation List,
choose Request for Personnel Action, then Detail. Complete, save, and
print the RPA. ThisRPA cannot be updated to the database.

The system does not generate a Detail Notification of Personnel Action
(NPA). If an NPA isrequired to document a Detail, the Pseudo 50 must
be compl eted.

Continued on next page
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Processing a Detail, Continued

Processing a
Detail

Step Action

1 On the Navigation List = People — Enter and Maintain —
<Open>.

2 The People Window displays with the Find Window overlaying it.
Use the query method or type in the employee’ s name and click
<Find>. The People Window displays with the employee data
populated. Click <Special | nfor mation>.

3 The Special | nformation Window displays. Scroll to the Detail
Information data field under name or query for it. The Start Date
populates with the current date but it can be overridden by clicking
in the Start Date data field, deleting the date, and substituting a
different date. Toinitially input, change, or view specific
information applicable to a detail, click in the Detail datafield.

=5 pecial Information [Buchanan, Judith E)

Information
Marme Exists
2 | |Completed Training

‘ Demo Project - CCAS
Demo Project - NV Warfare Labs

= Detail Information

R |

Details

Start Date End Date Detail

L1
;&UB-FEBQI]I]I] E

Continued on next page
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Processing a Detail, Continued

Processing a Detail (continued)

Step

Action

4

The Detail I nformation Window displays. Complete the data
fields by clicking the LOV on the window or typing in the needed
information. The Nature of Action datafield isthe only required
field for all Components. If you input the Valid Grade, you must
also enter the Pay Plan. For Air Force and Navy, the Position
Number isrequired; it must be a valid position number and
sequence. All the data fields, except NOA, may be completed or
left blank.

D etail Information _ |3 =
£l 2
F= L ]
Mature of Action =
Twpe Detail

LUnclassified Duties

FPosition Mumber
“Walid Grade
FPax Plan

Series

Appropriation Code
FLSA Categons
Bargaining Unit Status
Wv'ark Schedule

Fosition Title

Organization Structure 1D

Organization

Location
Total Days This Detail
Demo Location Code

Ciermo Broadhband

Demo Faw Plan

Clear i Cancel I Ok I

Continued on next page
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Processing a Detail (continued)

Step

Action

Data Field

Description/Action

Nature of Action

Click the LOV and select from the 900
NOAs. Required field.

Type Detail Click the LOV.
Unclassified Defaultsto No — can override.
Duties

Position Number

The CPCN + sequence number of
position detailed to, separated by a
period; e.g. 12345.771.

Valid Grade Type in two-digit number.
Pay Plan Typein or click the LOV.
Series Typein or click the LOV.

Appropriation Click the LOV.

Code

FL SA Category | Click the LOV.

Bargaining Unit | Click the LOV.

Status

Work Schedule | Click the LOV.

Position Title Typein clear text up to 54 characters.

OSC/Navy Pay
Org

Free form input.

Organization Free form input.
Structure D

Organization Click the LOV.
L ocation Click the LOV.

Total Days This
Detall

Type in number of days.
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Processing a Detail, Continued

Step Action
4
(cont) Data Field Description/Action
Demo L ocation Click the LOV if Demo Project.
Code

Demo Broadband | Type in number if Demo Project.
Demo Pay Plan Click the LOV if Demo Project.
Premium Pay Click LOV.

f Note: Normally thisfield will be blank.
However, in those instances where a
detail involves a premium pay indicator
that is different from the employee’'s
non-detail assignment, input the
premium pay indicator that appliesto the
detail (or choose it fromthe LOV). The
difference in the detail/non-detail
premium pay indicator will trigger the
output of a payroll interface transaction.

5 Click <OK>. Thisreturnsyou to the Special I nformation
Window with the Detail data field populated.

6 Type the End Date of the Detail next to the Start Date. Click
Save. A pop-up Note tells you the number of days of the Detail.

|

|

| (3§ DETAIL TOTAL NUMBER OF
| D&Y'S 1S B0

|
|
|
Ll

Note: If you have entered a date that does not match the number
of days of the detail, you may need to refresh the window (F8) or
click Action, then Refresh before you can change the end date.

7 Exit the window.

Continued on next page
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Extending a Follow your Component’s policy in selecting an extension method.

Detail

Method 1 (short): Change the end date of the detail to the extended date,
change the NOA from Detail to Extension of Detail, and change the total
number of days of the detail. Save the action.

Method 2 (long): Create a new Detail entry. Use the end of the original
detail asthe start date, the date to which the detail was extended as the
end date, extension of detail asthe Nature of Action, and the length of the
extension asthe “Total Days This Detail.” All other fieldswould be
completed as they were for the detail that is being extended.

Terminatinga  If you need to terminate a Detail befor e the original end date, follow the steps

Detail below.

Step

Action

1

Change the end date of the detail to the new date, change the NOA
from Detail to Termination of Detail, and change the total number

of days of the detalil.

Save your action and exit the window.
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